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;ﬁ"‘;%; APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

_ DEPARTMENT OF ARCHIVES AND HISTORY
f RECORDS MANAGEMEN'?‘ DIVISION
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INSTRUCTIONS See Pubhcat:on No. 76—°M— for instructions on completmg this form. Forward s:gnéd onginal to
Department of Archives and History, Records Management Division, 330 Capitol Avenpe Atlanta, Georgia, 30334
Attent:on Scheduling Sect:on ' ' '

e

T e AL g gt

_FOR AGENCY USE 1. Agency Address , ' | FOR RECORDS MANAGEMENT USE
Applicétion Date o i Department of Public Safety Application Number
Driver Support Division - 2. 5 H
Application Numbar - Post Office Box 1456 o Date Received . Date Complated |
Atlanta, Georgia 30301 ' JAN 23 1978 [FEB 14 1973
2. Person to Contact ~ _ Workmg Title T Tele;;g;na Nuﬁ&T o
Sybil Campbell Supervisor | 656- 6639
3. Action Requested : t; ' - 7 'W T T
a. (] Estabusn Retention Schedule; record will continue to accumulate, _
b. a D=<p05° of present accumulat:on no further accumulation antrmpated .
c. B Amend Applicaticn No.....23 _(1971) _ Check One; O Change; 03 Sugercede O Void _ ]
4. Dates of Series ' 5. Records Series Title (followed by title used in office; if d:fferent)
Earliest Latest
1971 | Present Insurance Certificate Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

Driver Support Division

Provides administrative and supervisory support to the Driver Services Section, Accident
Reporting Section, No-Fault Insurance and Permits Section, Motor Vehicle Inspection
Section, and Motor Carrier Safety Unit.

The reSpon31b111t1es of the Division are directed toward the 1mprovement of driver

capabilities, motor vehicle safety, accident and enforcement reporting, and assurance
of driver insurability.

o L———

included are: ‘ Insurance Certificate File (SR21) \
.
File is arranged: By date of accident and alphabitically within date. e \
| | | T e
8. MBE'tETy Reference Rate How often are records referred to which are: o T
Cne to six months old 6,000 : Seven to twelve months old . 500 - Thirteen 1o twenty-four months oid 50_”__-;
twenty-five manths and older -0 2 )
— s A IR b e — —~ B

7. Record Series Des&iption Thzs file contains the following documents {include form numbers and trt/es if any}:
Attach samples of the file.

Documents relating t0:  prgoying individual who was involved in a traffic accident was insured

by an Insurance Company - - -

9. Annual Rate of Accumulatnon of Records

Letter-size drawers s Legal-size drawers . __;Shelves______ __;Other (specify) 9, 4x1€ Drawers
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YES ] NC_| _10. Questionnaire  (Place an “X’" in_the proger column} ) * L e
- . 15 this the official copy of the series? o Yo e
X 1f not, where isit? _ . — _ o
< b. Dozs the senes contain confrdent-al information requiring security handhng? If yes, cite law or rggula_ti‘on..
3 B c._Is this a vital record? _..., . . i
1 x.|_d. Does this series have h:storucal or long term research value? e ‘ N
N/A 8. When one or two documents in the file make it necessary to keep the ermre file for a long period, could these
documents be scheduled separatgly? : e L .
X L,_is inforgnagion contained in this series ever published? 1f ves attachcopy, . ] -
) X . s hg mfo?matTOn contained in this serles ever analyzed and/or recorded in a summar:zed report?
- If vzs, attach cony. ——
w h. Is thera a duplication of this series in your office, or in another office or agency?
A X M yes whnere? ——
X i..,_ls_m:s mfmm&acpecmagam_egufarm_mmmmm&- N .
X 1 i Does tha racord series result in a comouter printout? .
11. Retantion Requirernents f ~ The following requires the series to be kept: 1 year
‘a. State Law S L Yerrs, - d, Audit peried - - i o .years. —
b. Statute of limitazion . > _. years, e. Administrative need ___years.
j ¢. Federal law : years. f. Federal retention instructions -._years.

Attach copy or excert of laws or regulations. Explain administrative need.

68C - To determine if SubJeCt is exempt from compllance w1th securlty provisions
by virtue of having.liability insurance.

12, Apgroved Disposition Ins‘::-uctions This ¢ agency recommends that the file series be cut off at the end of each:
' : - {3 Calendar Year: O Fiscal Year {J Other —_.then,

% Hold in the current filesarza _________menth(s) ___L.__.__ year(s); then : o S
O Transfer to local heiding area; hold o __.year(s); then '

O Transfar to State Records Center;hold ____ _vyear(s}); then

%% Destroy. '

£3 Transfer to State Archives for permanent retention,

0 Othar (Specity)

(& Concur

4 . () nonconcur L

i | S
Director of Driver Services

These instructions apply to all prior and future accumulations of the series,

7 Date“ . | Records Managﬁgﬁ}“gﬁar (S 'gnawre) ) _ Date 1

/- A_,&‘Mi—gyr X.L\J.A#w. R oY L ¥ | ’73

_ A State Records Commm:ee {Signature) : __Date |
: | Recommendations in para- L <4 >

‘ graph-12 are approved. State Auditor/Designee | /r v)-?f i

i | (if disapproved, attach letter ' o T A
i [of explanation.) Secreta%temesignee ézt

f AP

2Z~(3~ 7£/
/ 23 ’73

Attorney General/Designee



10 What function performed resulted inm creation 47 this series

* [ ] .DESCRIPTION OF SERIES - Tnclude Form Wo. & Fors Titie, if any

H - Form: AF-SO 71

i = A A

: ﬂTE . OFFICE OF SECERETARY 37 STATE

gﬁ ] - ’\PPI ication for ' DEPARTMENT GF ARCEIVES & NISTOIY . | . ?AGE
: : oy GEORSTA RECORDS DISPOSITION STANDARD “Nwaﬂnuﬂnbwdm, S I
i b ] - — p— e s —— 3 e
1. ﬁn““““ Dats - IWSTRUSTIONS: " See esparate uucruch.olu for aampzuwn ofj Fon ?‘:ccnns WAKAGEMENT thmﬁfz FTRRemIL O
] Sent ? 1971 front and rfunn of this form. Sign original and tuo coples Date Recelived ‘”“"““ Yo. jDate Completes:
2 Ageucy “JP*U‘"“m‘ ¥o. and forwawd to Department of Archives and History, Attentionm: . -
DPS'-O?—'?J. “Rlaorda Management Offtc‘i‘ ) om. 6 '97' 725} &m 8 19 (i
T, GERCE, Bivislon, Subdiviafos b AdEinist -rin-;-OTch:_A-d.:!reas / g = I““P;rson to cnrn.ct:m i Mu&%imamn S
Department Of Publie Safety d o S Nt 2R
Susnenslon And Revocation DlVlsion S o - Captain D, S, Harris
P C. Box 1456 ' : D, Vorking Title ‘ AL
Atlanta, Georgia 30301 ' Sunerv1sor | "627-3531
TT.ACTION REQUESTED R ) T T :
: ESTABLISH DISPOSITION STANDARD,; '4 - DISPOSE OF PRESENT ACCUMULATION;'
RECORD WILL CONTINUE TO ACCUMULATE NO F_URTHE.R ACCUMULATION ANTICIPATED.
8 .Iaclul!.VE D-te.l by . B 9 EXACT sr:nﬁ?nn.z ) T .
1-1-67 to 9-1-71 | —8R21 - INSURANCE CERTIFICATE FILES

FUNCTION: ' :
This office is to require Un-Insured Motorist to show financial responsibility upon

_being involved in an accident, Office personnel send out demand for security notice to
“un~ingured operators and owners of vehicles after a claim for damages has been filed.

If the licensee fails to comply with one of the provisions of Suspension Law, a pick-up

order is issued to pick up his Drivers License and Auto Tag until he complies or uhtil

one year from date of Suspension has expired and Court has certified that no suit is

pending on Judgement required,

SR-21 is filed by Insurance Co, in compliance with Safety Financial Responcibility Laws
concerning proof of Insurance for an ind1vidua1 in an accident involvement that is insured
by the Comnany. X 3 i N 5 7 i

H Ii 2 . EQUIPHMENT OCCHPIED Wo. of Dravers Cu. Ft. of Records I No. of Cravers Cu. Ft. of Records
- ranw—y = ., ' o
- ANRUAL RATE CUMULATION
Letter~size File Dravers . . or ac re 12 18.0

’ In Office(n) In Storage Area{n)
Legal-size File Dravers . Floor Space Occupied (Squere Feet) 15 - -
‘;nj_ T T T AR
s ast PrecedingfAll Priorl

By Annual Agennulttlon Year's Year's Year's Years'

. AVERACE DAILY REFERENCES ’ :

5X8 Drawers 29 . LL,5 300 50 | 25 5

Iarn Al-}ﬂ T - ' -
- —— —— — S e e S N W T R
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: r'- Qurs?laﬂhﬁﬁﬁ::tdi he ;:;:’:Jﬁ‘??‘ﬁ?’::: e e s e et e a\_hj,‘:ﬁ“;":ﬁﬁ’ﬁ*‘
13. Is this the Record Copy qf the serles? . L,' ,': . - o . & “ (] “
| o .
1k, Is there a duplication of thls serles 1n enother office or agencx?, o R k}
15. Is the information contained in %his'series ever sﬁmﬁarized or p&blished? N A %
16. Does the sefies gontain_classified information ;equiring security.handling? 'l[] ]

17. Does the series document policies and procedures of agency's operation or function? [] K

18. Could the function be perfbrmed if the flles were lost or destroyed? : . [] e i
19. Is the series (or major portion of it) regularly microfilmed? If yes, why9 1
20. Does the record series pf%v1de data as 1nput to an EDP flle°4‘ ’ o | 1 &

'é: 21. Does the record series contain documentation produced as EDP printout9 , N j ,[j - bd
22. Is the series affectedrby Federal or grant funds? S ,:;__‘ I C 1 K
23. Will,there be a need.fOr these"recordsilo,'ls years ffom no&é._If;yee, whet? . | []t Bd
2k, REQUIREMENTS. The fbllowingrrequires the.files.to be kepf 5 .ryears:

o.BISTATE  b.[]STATUTE OF c.[]AUDIT  .4.[]FEDERAL e.[]ADMINISTRATIVE f.[]HISTORICAL
‘LAW  °  LIMITATION PERIOD - - LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

Section 1 { 92-4 )

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -{JCALENDAR YEAR —[]FISCAL YEAR  -[]OTHER L - sthen:
A.[IDestroy 1mmedlate1y after cut off. . o : ‘

B.[dHold in current files area . month(s)/___ 3 _ year(s), then:
1 []pestroy. e
2 bﬂTransfer to records center hold year(s) then:
- & [MDestroy. :
b []Transfer historical materlal to Archives;
o ' - destroy remainder.
3 [JDestroy after sudit (or year(s) after audit)
c. []Hold in current files area indefinitely.
- D. []Ho%? in current flles area year(s) then transtr to Archives permanently.
E. [ ]Other .

(Indicate briefly rationale for reeommendations above/br'write additional remarks):

Archives

Records agenfut Officer Date
= %w
ate

Recommendations [JApproved []Disapproved ;':' ﬁ 0 O 1
in Paragraph 25 Ejgpprgim% IlDisapproved /f aLLijﬁd_ . N7 ey/i

Sacyftary of Stlte

feu . C

are: L¥ipproved [JDisapproved
Llf;broved [IDisapproved




